CAREER
OPPORTUNITIES

www.brandon.ca/employment

Legislative Services Clerk
Legislative Services — Administrative Level 4

Competition #140

Please apply with a cover letter and resume online at: https://jobbank.brandon.ca/

Position Conditions: This is a full-time, permanent position of 36.25 hours per week. It will be offered in
accordance with conditions identified in the Collective Agreement between the City of Brandon and CUPE Local
69. First consideration will be given to current City of Brandon CUPE employees. The City of Brandon reserves
the right to underfill this position.

Rate of Pay: $25.94 - $28.02 per hour. (2025 Rates)
Closing Date: 11:59 PM on August 25, 2025

This competition will include testing and an interview.

PURPOSE OF POSITION

The Legislative Services Clerk position is responsible for performing a variety of administrative, financial and
clerical duties for the Legislative Services Department including handling public and internal inquiries and
concerns. This position provides exceptional customer service while adhering to the regulatory requirements of
legislation, by-laws, and policies administered by the Corporation.

TYPICAL DUTIES AND RESPONSIBILITIES

General Administration

¢ Manages internal and external client enquiries and concerns in a courteous and expedient manner made by
phone, in person or in writing including but not limited to grant applications, delegation requests, tax
assessment appeals, by-laws, marriage services and City hall facility rentals;

o Assists external clients to understand and complete various application and request forms including
knowledge of supporting documentation requirements and timelines;

o Perform Commissioner for Oaths services for the Legislative Services Department strictly abiding by
legislative requirements under The Manitoba Evidence Act;

¢ |ssue Marriage Licences for the Province of Manitoba and perform Marriage Ceremonies strictly abiding by
legislative requirements as set out from Manitoba Vital Statistics;

e Ensure appropriate fees are charged and collected for services rendered;

e Provide back-up cashier functions for department at a high level of accuracy;

o Liaises with other municipalities/individuals requesting assistance with or copies of City by-laws or policies;

¢ Maintains all office electronic and paper filing systems;

¢ Provides notification to Department Heads and Supervisors of Provincial legislative changes; and

¢ Maintains the database for public notices, posting minutes and agendas, and Council information on the
City’s web page.


https://jobbank.brandon.ca/

City Council

Formulates and disseminates, in consultation with the City Clerk and/or Deputy City Clerk, decisions of City
Council;

Updates, maintains, monitors and tracks enquiries raised at meetings of City Council, including referral and
follow-up on all enquiries taken under advisement for subsequent reports by Administration;

Prepares and submits Councillor Indemnity payments and reimbursements for travel expenses;

Organizes travel, registrations and reservations for elected officials attending conferences, conventions,
training sessions, seminars, etc.;

Monitors and maintains Councilors’ Expense Budgets in relation to specified allotments as set out in the City
Council Indemnity By-Law;

Prepares required monthly budget review reports, and process related invoices;

Manages the process for the appointment of elected officials and citizen members to various boards and
committees;

Coordinates the scheduling of City Council meetings and Councillors’ Ward Meetings;

Provides administrative support to City Council and its members with respect to research, preparation of
correspondence and reports; and

Files and maintains official minutes, committee reports and documents in accordance with departmental and
statutory requirements.

Boards and Committees

Composes, distributes and post agendas and minutes, as well as provide advisory and administrative support
for a variety of assigned boards and Council Committees, including but not limited to Brandon Police Board,
Brandon Downtown Development Committee, Brandon Urban Aboriginal Peoples’ Council, Poverty
Committee, Grants Review and Board of Revision in accordance with Department Policy, Legislation and
City By-laws;

Act as primary contact with respect to matters being submitted to and decisions deriving from the various
boards and Council Committees assigned;

Manage the process for revisions to real property and business property assessments in accordance with
The Municipal Assessment Act of Manitoba;

Undertakes research and composes correspondence and reports on behalf of the boards and committees
assigned to support, and its members; and

In the absence of the Deputy City Clerk, perform all functions related to the Planning Commission, this
includes clerking the meeting, preparing the agenda, minutes, resolutions, notifications and reports as
necessary for City Council, as assigned.

By-law Development

Prepares City of Brandon by-laws for enactment by City Council, in consultation with the Deputy City Clerk;
Acts as a resource to City departments with respect to appropriate by-law format, timelines, and process,
where appropriate;

Updates and maintains a by-law registry to track by-law process;

Identifies by-laws of interest to the public and ensures placement of current version on the City’s web page;
and

Ensures filing of original by-laws is maintained in accordance with legislative requirements and coordinates
a review schedule of by-laws.



Management and Administration

o Assists the Deputy City Clerk, and appropriate department employees with the collection and compilation of
information for the submission of their capital and operating budgets;

e Procures department supplies and process related to accounts payables;

e Records, monitors, and ensures approval and submission of the department’s bi-weekly payroll;

o Undertakes research, and prepares correspondence and reports on behalf of the City Clerk and/or Deputy
City Clerk;

e Provides recommendations for process improvements and identifies when processes are not being followed;

e Administers the rental of City Hall, including the assignment and payment of security personnel and the
preparation of related correspondence, agreements, and billing to outside agencies;

¢ Provides administrative support to the City Clerk and Deputy City Clerk; and

o Performs the duties of the Deputy City Clerk in their absence, as assigned.

NOTE: This description is not intended to limit the assignment of work or be construed as a complete list of the
many duties to be performed by the incumbent.

MANDATORY QUALIFICATIONS & EXPERIENCE

e Grade 12, G.E.D., C.A.E.C., or Mature High School Diploma;

o Graduate from a recognized post-secondary institution in Municipal Administration, Public Administration,
Office or Business Administration or similar field of study;

¢ Hold and maintain Class 5 Province of Manitoba driver’s license;

e Minimum of three (3) years in an administrative field to have demonstrated competence in related tasks.

PREFERRED QUALIFICATIONS & EXPERIENCE

¢ Commissioner of Oaths for the Province of Manitoba;
o Certificate of Appointment to Issue Marriage Licenses;
e Marriage Commissioner.

WORK CONDITIONS

e The Council Services Clerk works independently and as part of a team;

o Wide variety of tasks requiring ability to manage multiple unrelated projects, and make independent
decisions (daily);

o Self-motivated, and quality driven, to perform independent projects (daily);

o Work in a shared and consultative manner, with other employees (daily); and

e Responsible to the Deputy City Clerk.

Please contact HR@brandon.ca for a complete job description

The City of Brandon is committed to an inclusive, barrier free environment and will accommodate the needs of applicants under the
Accessibility for Manitobans Act (AMA) throughout all stages of the recruitment and selection process. We thank all applicants for their
interest; only those advancing in the competition will be contacted. If contacted to participate in the process, please advise if you require
an accommodation. If you are interested in finding out more about the City of Brandon job opportunities as soon as they are posted,
please follow us on Facebook or X!

Serving and Building Community!
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